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DEPARTMENT OF CORRECTION ' . PATUXENT INSTITUTION

3. Authorization ﬁéquested (Check only one of the squares below).

Establish retention schedule for re- Microfilm and  destroy ‘originals.

A .
Dispose of present accumulation. No k or 1
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
accumulation. The records will cease to retained for the period of time indicated.

pated. Records have ceased to have value

to warrant retention. have value to warrant their retention after

the period of time indicated.

. 5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records -
Item . work or activity to which the records relote -inclusive dotes and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.

'DIRECTOR

1, | MINUTES OF THE ADVISORY BOARD

Size: 83 x 11w

Dates: 1954 - -
Quantity: less than Z cubic foot (1 i‘older)

File Arrangements Chronological
The Advisory'Board confers with the stuff of the Institution and the

tive and advisory capacity in matters relating to its work. The
Minutes, filed with Board correspondence in the General File (item 5)

are a record of the Board!s actions and decisions,
RECOMMENDATION: RETAIN PERMANENTIY.

APPROVED
HALL OF RECORDS COMMISSION -

Nk thyt W gmre

2, | MINUTES OF THE BOARD OF REVIEW

Siges 83" x 11t

Datess 195k - =

Quantity: less than % cubic foot (1 folder)

File Arrangement: Chronological A

The Board of Review re-examines every person held in custody as a
defective delinquent at least onee in svery calendar year. As a
result of the re~examination, a determination of the inmate's

defectiva status is made. The Board then makes recarmsndations

7. Agericy, Division or Bureau Representative
€L £ Director - April 25, 1958
) Date

o Signature _ _ Title
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col..6 by Board of
Public Works.

Records Commission.

%i/j‘? M g - \}953 /ﬂ/)\wW N

fo— " N . Secretary

\“

7 Date Archivist
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Lo | INSTITUTIONAL PLACEMINT FILE

concerning the future status and treatment of each person reviewed.
The Minutes, located in the General Fils (item 5), summarise the
findings of the Board; the recommendations in each casd are filed
4n the Inmates Case Folder file maintained by the Classification
Department (item 1l). The record set of the Minutes is in the
hands of the Secretary to the Board. The recommendation below
applies to both the record set and the Directorts copy.

RECOM{ENDATION: RETAIN PERMANENTLY.

INMATE'S_FOLDER FILE

Size: 83" x 1¢

Dates: 195)4 --
Quantity: L drawers (6 cubic feet)
File Arrangement: Alphabetical by nams of immate

Anmal Acctmmlation- 1,5 cubic feet

The Inmate's Folder File is maintained in the Office of the Direc-
tor for information purposes. The basic records on each inmate

are maintained by the Classification Duopartment and are covered by
the scheduls for that department.

Records of inmates at other institutions (for which there are no
individual folders) are maintained separately. These records
consist of correspondence with inmates, psychological reports,
and correspondence with the Department of Correction concerning
the examination or treatment of inmates at institutions other

than Patxment,

RETAIN FOR THREE YEARS AFTER DISCHARGE
DEPARTMENT FOR SCREENING. DESTROY ALL

RECOMMENDATION3
OR PAROIEj; THEN TRANSFER TO CLASSIFICATION

" APPROVED :
HALL OF RECORDS COMMISSION

;y ol

MATSRIAL NOT INCORPORATED IN INMATE'S
FOLDER. . NI
AN A .

File Arrangement: Alphabetical by position tj_
Annual Accurmulation: Less than 3 cubic f !

HONV D DY

BOARD O PUBLIC WOKXS

8in "
Quantlty: 1 drawer
tle O :/@/\_,4_«,14,\

SUCAILTTARY

B

This file is concerned with the staffing of Patuxent Institution.
It contains correspondence with applicants for positions, corres-
pondence with the Commissioner of Personnel relating to the estab-

lishment of positions and salary scales, and coples of SEC forms.
Any records which relate to a specific position or classification

are filed in the appropriate individual folder.

RECOM: ENDATION




6.

Alphabetical by subject or type o£~
record -
Annual Accurulations ) cubic foot (estimated)

This is a general operating and information file maintained in the
Director?!s office. The file is concerned with the functions of
the office and has accumlated as the result of the internal ad-
ministration of the Institution and contact with individuals, other
State agencies, professional organizations, companies, Federal agen-
cles, and other states. Specific types of material contained in
the file are Minutes of the Advisory Board and the Board of Review
(items 1 and 2); correspondence with professional organizations,
State agencies, and individuals; memoranda from institutional de-
partments; anmual report drafts; copies of Clasgification Committes
schedules and meeting resulis; copies of psychological examinations
administered to prospective employees; material concerned with the

File Arrangemonts

: Aroaulun-nu 1A X ' o o [scHeDULE  peres
.. (11-1-36) ‘EST FOR RECORDS RETENTION ULE NO. '
Hall of Records (Continuation Sheet) PAGE
Commission ' NO. 3.
4 5. Description of Records 6. Recommendation
Itern Describe records accurately. Include title, form number, size of documents of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity and Board of Public
.Jo. (cubic or linear feet). Show recommended retention period. Works.
5. | GENERAL FIIE
Size: 83" x 11"
Dates: l95h - -
Quantity: 2 drawers (3 cubic feat)

APPROVED
HALL OF RECORDS COMMISSION

plannlng and execution of institutionzl and general research project:;

copies of the minutses of staff confersnces; and reference publica~
tions collected from various sourcss.

A. PECOIE‘}EI‘DATION:
ORDS OF COMMITIEE OR STAFF CONFERENCES
AND ARY MATERIAT WHICH SUMYARIZES
FROJECT FINDINGS. -

B. RECOMENDATIONs RETAIN ALL OTHER MATIRIAL FOR THREE

RETATH PERMANRNTLY ALL MINUTES AND REC-

YEARS AND THEN DESTROY.

}\ ;‘ a. \. X ) \

SUPERINTENDERT BOARD (F PU

SUPERTNTENDENT!S GENERAL, FILE N Y
Size: 83" x 14

Dates:s 195 - - (]

Quantity: 1.5 drawers and 1 cubic foot S

~ Anmnual Accumulation: 1 cubic foot

This is the Superintendent!s operating and information file. It
consigta largely of correspondence with individuals or other State
agencies and reports or memoranda concerned with the internal admine
istration of the Institution. Specifieally, these records are:

Arrival notices
Results of disciplinary hearings (Disciplinany Committee)
Escape reports

materdial (total, 3 cubie feet) _ m,:;h SO DA

~ \ RN
] ) 340\
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Monthly food reports

Hospital reports

Dally record of inmate movement

Maintenance and equipment purchase records

Weekly meal cost reports:
" Monthly reports to the Department of Correction (diseip-
' linary actlons, education, cellblock inspestion,

nonthly lesave, hospital)

Officer assignment sheets

Dally seclusion reports

Tentative discharge lists

Tier count sheets

Vocational aciivity reports

Accident information

Annual report data

Construction data

Correspondence with the Department of Correction and

other State departments.

A. RECOM'ENDATIONs RETAIN PERMANERTLY CORRESPONDENCE WITH
‘ THE SUPERINTHNDENT OF PRISCNS AMD THE

APPROVED
HALL OF RECORDS COMMISSION °

o RECORDS OF HAARIIGS BY THE DISCIPLINARY
® © COMAIITEE.

B. RECOM'ENDATICN: RETAIN AULL OTHER MATERIAL FOR THREE
- YEARS AND THEN DESTROY.

7. | POSITION CONTROL CARD FILE

Form No.t SEC 119

Sizes 4" x 6

Dates: 195} - =

Quantitys Less than % cubie foot

File Arrangement: Alphabet:.cal by position title

Two control cards, one of which is filed in the Director's office,
are prepared and meintained for each position in the Institution.
Fach card lists the current and past incumbents of a particular
position. The recommendation bslow applies only to the file main-
tained in the Office of the Superintendent. The Director's card
file is considered to be non-record in accordance with the provi-
sions of the statute goverming non-record material (Art. L1, Sec.
179, Annotated Code of Maryland, 1957 Fditdion). - .. ... .__.

AASRIRI AR DES IR R Y
WORKS

ROCOMTANDATIONs RETAIN FOR THREG YEARS AFTER DATE OF LAST A
ENTPI AM) Tﬂi DESTROY. L \)*\ ) ..l‘ (o ol




9.

. FORM HR-RM 1A L o B | SCHEDULE A6
NARRUIEIELLY o " 's. ST FOR RECORDS RETENTION ULE - NO.
" Hall of Records ) 3 (Contmuahon Sheet) o PAGE .
Commission _ NO. . 5.
4 5 Description of Records ~ - |6. Recommendation
Y Describe records accurately. Include title, form number, size of documents, of Hall of Records
Item ;
work or activity to which the records relcfe, inclusive dotes and quantity - and Board of Public
‘\lo. (cubic or linear feet). Show recommended retention period. Works,
8. IHDIVIDUAL I JPLOYEEYS TIME RRCORDS

Size: Bin x 1

Datess 1955 « =

Quantity: 2 cubic foot .

File Arranremnt: By year and alphabetical therein ‘
Amual Accumilation: ILesa than :3- cubic foot

Audit: Stats audit

Individval time records, formerly maimained'by the General Officer,| -

show hours worked daily and monthly for each calendar year. On
the roverse side of each form is shown the employeet!s vacation
and sick leave ‘eamed cr used during a calendar year.

- RETAIN FOR THRER YEARS OR UNTIL AUDITED

RECOMITNDATION
WHICHEVER IS LATFR, AND THEN DESTROY.

PERSONNEY, HISTORY FOLDERES

8:‘,3u s IR
19514 - -
2 dravers (L cuble feeb)
goparate files for active and formsr
employees--alphabetical by name of
enployee
Armual Accumalation: 1 cubie foob (estmted)

Size.

Dateg:
Quantity:
File Arrangement:

A history folder is meintained for present and former employees of
the Institution. The folder for each employee nay contain any or
all of the following recordss

Withholding exemption certificates

Employee's photograph

Police investigatlon revorts

Correspondence concerning physical examinations, discip-
linary matters

Cormmissioner of Personnel foma (Certification of
Eligibles, cut-off notices)

Receipts

[emoranda

Personnel data form (Department of Correction Form a)

Fingerprint card

RECOMENDATION: RETAIN FOR THREE YEARS AFI'ER EPLOYEE'S- ¢

SEPARATICN AND THEN DESTROY. 13- ARD "CF 1) il

JUN

_ A 2m e a0 Sy et ey Eianans sl e wre3 et teay

APPROVED
HALL OF RECORDS COMMISSION
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10,| LVPLGYEE HISTCHY CAETS

Size: L™ x 6"
Datess 195) « - :
Quantity: - Jess than 1 cubic foot

File Arrangement: Alphatetical

A history card is prepared for each employee to show the employee's
name, address, sex, race, marital status, department, soclal secur-
ity mumber, retirement number and the date enrolled, veteran status,
date and change in clagsgification or pay rate, termination date,
types of training courses taken, and date of course completion.
On the reverse side of cach card appears the individualls efficiency

rating.

APPROVED
HALL OF RECORDS COMMISSION

RECOMIENDATION: RETATI! FOR THREE YEARS AFTER SEPARATION
OF EMPIOYET AND THEM DESTROY,

- CLASSIFICATION DEPARTMENT =

3‘ .| IwArES! CASE RNCORDS

' Size: 83" x 11v _ o1 -
. ' Datss: 1955 - = e
Quantity: 13 drawers (19 cuble fest) ! .
File Arrangements Alphabetical for T's and DIs and JUN 910

numerical for corraitted immatss .
Annual Accwmulation: 6 cubie feet (cstimated)
Index: Immate's History Card File (item 12) | (#//—<Lft o

SEGRETARY

i

Patuxent Institution tales custody of intellectually and smMotiei=
ally defective delinquents committed by the Courts or inmates
transferred to the Institution by the Board of Correction for diag-
nosis or work purposes. A case file is maintained for each imnate.
The Institution classifiss inmates according to vhether they have
been temperarily transferred for diagnosis or work purposss {T),
held temporarily for diagnosis at the request of the sentencing
court (D), or comnitted as a result of diagnosis and subsequent
court action (C). Tho records of inmates temporarily transferred
or diagnosed as none-defectives are retuwrned with the inmate to
the inmate's home institutien. Patuxsnt retains only those records
widch pertain to inmatos who are diagnosed as acceptable for treate
ment and comnitied to the Institution. If committed, the commit-

mont is for an indefinite pesriod.

The case file for an individual inmate who is undergoing diagnosis
or is in a committed stabus coasists of two folderss One folder
(General Folder) holds all records concerned with admission, dis-
“ : cipline, provious record, and the inmate!s gencral activities. The
other folder (Psychiatric Treatment Folder) holds all records
concerned with psychlatrie treutment and matters relating thersto
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Commission : NO. 7.
6. Recommendation

4,
Item

No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,

(cubic or linear feet). Show recommended retention period.

of Hall of Records

work or activity to which the records relote inclusive dotes and quantity \?\r;d IEioc:rd of Public
orks.

uhich are handled personally by the professional staff, ‘The contenys
of both the General folder and ths Psychiatri.e Treatment folder are

listed below:
Gensral Folder

Tdentification photograph

Admlssion Swmary
Correspondence = imnmates! letters, letters recoived from

fanily or other individuals, coples of out-zoing
lotters
Report on Convicted Prisoner (25-5m-5-55)
Copies of FBI record
Mediecal PRecord sheel _
Draft notices (FBI R-88)
Flash notices (¥BI 1-12)
Pecord of additional arrest (FBI 1-1)
Yisitor's card (item LG6)
Copies of case records from other states
Quastionnaires, requests for information concerning
inmates background (answered by members of family,
friends, police former enployera, schools, and other
institutions)
'Psychomstric reports {copics)
Hemoranda « e.ge¢ ntaff reports on inmate
Reports of incidents (custodial officer)
* Authority for release for trial, parole/leave, change in
parols privilezes
Authority for movewent of immate in custody
Blographical information slip
Police record reports

APPROVED
HALL OF RECORDS COMMISSION

Pre~parole reports
Check lists = orientation program and other necessary HEBIN

Master admission swmmary (for producing extra copdes” Ui

wiien necsscary) i
Poychological reperts (fron other institutd ons) L
i

Paychietric Treatment Folder | ‘

)

Correspondence - ineoming and coples of outgoing letd

lated directly or indirectly to the inmatets psychological
or psychiatric trestment and are handled by the Institu-
tion’'s professional staff,

Psychological reportse~showing inmatats general background, present
offense, previous record, family history, personal history,
work history, milltary history, health history, physical
and psychiatric examination results; and a psychiatiio
diagnosis,

individuals or institutions. These concern matters-ree- --—{«-

procegsing e
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. 12,

13.

Electroencephalograpnie sheets -

Social service interview reports = interviews with family, friends,
ete. ] ) o '

Pgychiatric progress notes : : ’

Board of Review notes (summaries of findings)

Interview requests - from persons desiring to visit ‘the inmate

If an inmate's records are retwrned to his home institution,
the Classification Department retains, when evailable s copies of
psychological reports which may be wtilized for research nUrposes.,
These are to bs retained permanently. ,

The recommendation below apnlies only to the records of comnitted
inmates. The records of nonecommitted inmates s when returned to
their home institutions are governed by the records schedulss for
those institutions. :

RECOM'ENDATION: RETAIN BOTH THE GENFRAY, FOLNDSER AND THW
PSYCHIATRIC FOIDER FOR TWENTY YEARS AFTER
AW INMATE'S DISCHARGE AND THEN DESTROY,

IIVATE!'S HISTORY CARD FILE

‘Size: 3% x st

Dates: 1955 « -

Quantity: 2 drawers (3 cubic foot)

File Arrangement: separate alphabetical files for
released and current inmates

A history card is prepared for each inmate upon receipt by the
Institution. Each card shows the inmate's name and mumber (or
numbers), length of sentence and beginning data, changes in cell
location, types of jobs held or treatment history, Ocecasionally,
cards also show the committing court, the orime of whiech convicted,
the date of receipt of the inmate, and the date of psychiatric
exanination, ‘

APPROVED
HALL OF RECORDS COMMISSION

RECOMNDATION: RETAIN PERUANENTLY. b RGE e ey
CLASSIFICATION CARD FILE Boalkl LF PLO3LIC WOKRIS i
!

. Size: 9" x §n JUN [ e {
Dates: 1955-1957 1
Quantity: £ cubic foot ‘

File Arrangements Discontinued record - . \4‘/@‘/%/'&47\_, A
Disposable Amount: 2 cubic foot A e e e :

PO S

Until 1957 a card was prevared for each inmate to facilitate statis-

tical reporting in the Institution's annual report. Since statis-
tical reporting is now acecomplished by -other correctional institue
tions before inmates are transferred to Patuxent, the fils has no
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PAGE
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5. Description of Records '
Describe records accurately. Include title, form number, size of documents,
Item work or activity to which the records relate inclusive dates and quantity
. No. (cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

further value. Cards show the date on which the inmate was re-
ceived by the Institution, the inmate's name, musber, length of
sentence and beginning date, the committing eourt, the charge,
the inmate's birthplace and date of birth, age, race, marital
status, status when received, and provious confinsment history in
Maryland correctional and welfare institutions » Fedaral institu-
tlons, and institutions in other states.

RECOM;‘{ENDATIONS RETAIN FOR THRRE YBARS AND THEN DESTROY.

1l.| INSTITUTIONAL BOARD OF REVIEW CARD FILE

Size: O x Bw
. Dates: 1955 = ~
Quantity: 1 drawer (2 cubic foot)
File Arrangement: Chronological by review date

A cerd 1s prepared for each inmate and filed in chronolozical order
to indicate the tims (month) during which en inmete!s status is
subject to review by tha Board of Review, TFach card shows the
inmate!s name, mmber, the length of centenee, the beginning date

. | of sentence, the commiiting court, the original cherge, the date
. recelved, the date committed, birthdate, the resnonsible doctorts
name, the court rehearing date, dates of home visits, and a Iist-
ing of the dates and decisions on the immate's status (e.g, com-
mitted as defective delinquent, retained es a defeetive delinguent,
leave request denied, etc.). .

APPROVED
HALL OF RECORDS COMMISSION

CHARGE AND THEN DESTROY. BOARD

15.| PAROLE CARD FIIE » | | JUN

Sige:s 3" x on
~ Datest 1955 = =
Quantity: 2 drawers (2 cuble foot)

flles

A parole card is prepared for each inmats in the institution. One
file, arranged chronologically, contains the cards of inmates who
are dve for consideration or review by the Bosrd of Review. The
second file, maintained alphabetically, hclds the cards for inwates
who have been refused parols or transferred to other instituticns
as non-defectives. Cards filed chronolopically shew the irmmatet's
name, number (or numbers), lenzth of sentence, date of adwissicn

‘ the parole examination date. Ths alphabetlical file, in addition
to this information, shows the date of parole refusal or the date
of transfer to another institution,

RECOMAENDATION: RETAIN FOR TUENTY YEARS AFTER DATER-OF

T .
RECOMENDATION: RETAIN FOR THREE YEARS AVTER w\r* dr 1 n;rs-

File Arrangement: Separste alphabetical end chranslogieal

or commitment, the committing court and the crime of which convicted)

N v
Syt LN

AN H
H
LA I :r)A

A N i o
.2.3:4}\4 \‘\vay--.J

IR ..«.._—4{

i noan
Uoans

DISCHARGE AND THEN D““TROY.
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16.| WORKING FILE (MISCELLANEOUS FIIE)

The Classification Department receives or initiates various reports
which are posted to or swmarized in other records.
file contains the various reports and papers with which theDepart- .

mant is concerned.

" Monthly reports to the Department of Correction

Other reports, although maintained separatsly, are considered to be
part of the Working File.

Size:
Datas:

83" x 11

1955 - -
2 drawers (3 cubic feet)

Quantity:
Fils Arrangement: By type of record and chronological
therein

Annual Accumulations 1 cuble fbot _

The working

Specifically, thess records are:

Arrival notices
Daily report of men assigned, received, or discharged
Change in status reports (Parole or Change of inmate

status)

Daily reports of population and distribution
Distribution and work reports (vocational progress reports]

from various institutional departments

These include:

Staff meeting reports (copies)

Discharge lists (monthly) - showing tentative discharge
data

Parole hearing schedulss and results

Paroles docket (copies)

Classification Comnittee meeting schsdules and reports of
neeting results

Hospital blood denation lists

Recapitulation of men idle - lists unemployed for the week

Dally seclusion reports

Daily report of inmates employed (from all deparments)

Immats population movements = daily assigxmenta and trans-

fers
Results of diseiplinary hsarings ‘
Diselplinary recapitulation for the month

APPROVED |
HALL OF RECORDS COMMISSION

Recapitulation of monthly employment (from depert.mant.a,
Monthly grade reports (occupational therapy, ischool). ®

Reports of gambling BOARD cxr

A. RECOMMENDATION: RETAIN PERMANENTLY THE RECORDS OF
CLASSIFICATION COMMITTEE ACTIONS )

RETAIN ALL OTHER WMATERIAL

B. RECOMMENDATION:
YEARS AND THEN DESTROY,

JEINT LY DA

PURLIC WORKS

FE S I Rt ]
|

@/_,//K.L/\_;
i

\""'31
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4

Ifem
o

: 5. Description of Records -
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of Hall of Records -
and Board of Public
Works.”

7.

PRCCRESS REPCRTS

Size: 83" x 11v

Dates: 1955 - -

Quantity: 2 cutic fest o
File Arrangements Alphabetical
Amual Accumulation: Less than £ cubic foot

Progress reports are a chronological summary of the progress of
individual inmates. VYhen an inmmate is transferred from another
instltution, hls progress reports accompany him. Thereafier,
prozress reports prepared and maintainsd by Patuxent are added to
the inmate's file. Each report shows ths inmate's name and number
and in chronological order the date, type of contact with the
inmate (received, nospital, infraction, discipline, incident re-
ported, etc.) and detailed summaries of important events, letters
written by the inmate, interviews, etc. If an inmate is trans-
ferred from Patuxent to another institution, the progress reports
accompany ths inmate's other records. The recomnendation below
applies only to the records of commitied inmates. :

RECOM:ERDATION: REPAIN FOR TWENTY YEARS AFTER DISCHARGE
AND THEN DESTROY. '

APPROVED
HALL OF RECORDS COMMISSION

Size: 834 x 11¢

Dates: 1955 = -

EDUCATION BRI N
" ‘ BOARD CF PUBLIC WGhRe
INMATES' EDUCATIONAL AND VOCATIONAL CASE FOIDERS |
JUN| 9165

SEOIETARY

v e 1y

Quantity: 2 drawers (L cubic feet) | )% Ont N dri~_{.
File Arrangemsnt: Alphabetical by name of Inmabe- === = B

Annual Accumulation: 1 cubic foot (estimated)
A folder is prepared and maintained for éach inmate to show his
vocational and educational activitles and sptitudes.
folder may include any or all of the records listed below.
fically, these ares

Speci-

Student record summary card
School fiecord (test scores)
Vocatlonal training record

supplies, publications approved for
Cetc.
Rating scale for reclassification - separate ratings for

diselpline, program participation
Arrival notices :

An individual

Yemos (copies) to other departments re purchases of special]
imnate consumption,

Job performance, behavior on cell tier, attitude toward

g
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TEST PAPFR FIIE

»”

Propress reports (report cards)
Samples of student schooliork,

RETAIN FOR THREE YEARS AFTER DISCHARGE
OR PIROIE AND THEN TRANSFER TO CLASSIFICA~
TION DEPARTMENT IOR SCREENING. DESTROY
_ALL MATERIAL NOT INCORPORATED IN INMMATE
. FOIDERS.

RECOM'ENDATION:

Size: B83v x 11v
Dates: 1955 - -
Quantity: 2 cublic fest

In connecticn with its educational program, the Education Department
administers achlevement tests to certain inmates. These tests
(Stanford and the University of California), though usually ziven
only once to an individual inmate, may be administered several tinmes
during the immata's confinsment at the institution. The tests
(latest only) are useful to the Department as long as the inmate is
in ths institution.

RETAIN UNTIL THE INMATE IS DISCHARGED OR
PAROLZD AND THEN DESTROY PROVIDED THAT THE
TEST PAPER IS AT LEAST THREE YEARS OID.

RECOMIENDAT IONs

REPORT FILE

Size: 83" x 11

Dates: 1555 - =

Quantity: 1 cubic foot

File Arrangement: By type of record and chronological
therein

“Anmual Accumulation: Iegs than } cubic foot

This file containg reports received or prepared by the Edueation
Department., Speoifically, these reports are:

Daily reports - submitted by school, occupational therapy
ahop, recrsaticn, library, vocational classges, corres-
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pondence courses
Dally class attendance sheet 2100

Monthly summary report (recapitulation of enrol]ment. 1}1 h
various educational programs) Bualiiy OF

RETAIN FOR THREE YEARS AND THEN DESTROY.

RECOMMENDATION: *IUN
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INMATES! MIDICAL HISTORY CASE FOIDERS -

HOSPITAL

- the Institution, each folder containing records relating to physical|

8izes 83" x 11n
Dates: 1955 ~ =
Quantity: 3 drawers (5 cubic fest) '
File Arrangement: Discharged inmatess alphabeticals
' Transfers and Diagnostics: numerical by

immate murber; Committed: numerical by
, ~ inmate numbsr ,
Annual Accumulation: 1.5 cubic feet

The Hospital malntains a medical history folder for each inmate in

examinatlons and medical treatment. An individual folder may con-
taln any or all of the following records:

Arrival notice

Medlcal Recoxd Sheet (physical examination record)

- Laboratory reports - blcod sugar, urine analysis, syphillidg
serology, hsmatologys, R H factor and blood grouping
(all are copies)

Hospltal history and treatment chart

Hospital graphic charts :

Special diet sheets

Discharge summaries from other institutions

Correspondence with other institutions

Electro-cardicgrams

Memos and receipts

Treatment notes

Nurses record sheet

The medical rsecords of irmates who were discharged or transferred
to other institutions have been filed separately from the records
of current inmates and have been retained at Patuxent. This proce-
dure will cortd.xme in the future except that the records of inmates
transferred to other institutions will acconpuny them to the now
institution. ThHe past sccumulation of foldsrs for transferees will
ba sent to the institutions which ecurrently hold ths immates in

custody. Thoe recommendation belou applies to the records of come

mitted inmates.

APPROVED
HALL OF RECORDS COMMISSION

RCCO!NENDATION: REXATN YOR THREE YEARS AFTZR DISCHARGR -
&ND THEW DESTROY. AES
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